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Work offline to collaborate easily 


Featuring: Apps 

Collaborating on a brief is vital to the success of your legal team, but sometimes poor connectivity can 
slow down your progress. If your computer is connected to a network, but you can’t access the 
Internet, you can use Google Apps offline. This allows team members to continue using Apps to 
locate information you need to complete your tasks in a timely manner. 


Who 

Anyone who needs to collaborate despite poor connectivity 

What 

Work offline using Google Apps to collaborate with your team 

How it works 

1. Install the Drive app 


2. Install the Gmail Offline app 


3. Install the Calendar web app 

Must haves 

• A Google Apps account 


• A Google Chrome browser 


Use Google Apps to collaborate offline 

Collaborating with your team streamlines the process of writing a comprehensive documents using 
shared information, but losing your Internet connection can cause delays and frustration. Fortunately, 
you can work offline using Google Apps. 

Install the Drive app 

1 . Sian in to the Admin console . 

2. From the dashboard, click Apps > Google Apps > Drive > Data Access. 

3. Next to Offline, check Allow users to enable offline Docs, and click Save. 

4. Download Drive as follows: 

o For Mac, click Agree and download, 
o For PC, click Accept and download. 

5. Double-click googledrivesync.exe and click Run. 

6. In the User Account Control window, click Yes. 

7. In your Chrome browser, click App Launcher > Drive > Settings ^ > Settings. 

8. In the Offline section, check the box to sync your Apps to your computer offline, and click 

Done. 
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9. On your desktop toolbar, click Drive 


and sign in. 


10. Click Next on each setup screen, and click Done. 


This syncs your files to a Drive folder on your computer. You can edit files offline and all 
changes are saved automatically on your computer. When your Internet connection returns, 
all your files are automatically synced online. 

Install the Gmail Offline app 

Information you need depends on details stored in your Gmail inbox. Gmail Offline allows you to read, 
respond to, search, and archive mail without network access. 

Note: You need to use Google Chrome as your browser and complete the set up while you’re online. 


1 . Open Gmail, click Settings 


> Offline. 
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2. Click Install Gmail Offline > Add to Chrome. 

3. In the pop-up window, click Add app. 

4. In a Chrome browser, click App Launcher > Gmail Offline M 

5. Click Allow offline mail > Continue to synchronize your recent mail and save it on your 
computer. While offline, you can: 

• Continue to check emails provided they arrived in your inbox before you lost Internet 
connectivity. 

• Read, compose, and reply to messages. When you click Send, the new message is 
stored in your Outbox. 

Your Gmail syncs when you’re back online and sends any emails in your Outbox 
automatically. 

Install the Calendar web app 

You can stay on schedule and view important calendar dates and events using Calendar Offline. 

1. In Calendar, click Settings O > Offline. 

2. In the pop-up window, click Install from Web Store > Add to Chrome. 

3. In the pop-up window, click Add app. 

■ ■ ■ 

4. In a Chrome browser, click App Launcher ■■■ > Google Calendar 


Note: From your calendar, you can view a limited range of dates based on your settings. 


Your offline calendar only contains events from Mar 21, 201 6 to May 2*0, 2016 


Best practices 

• Don’t use a public or shared computer. Enabling Google Apps offline downloads 

information on to your computer. To maintain client confidentiality, don’t use a public or shared 
computer. 



• Avoid overwriting changes. Temporarily update the sharing settings in Drive if you plan to 
work offline. This helps prevent you or your co-workers from overwriting each other's 
changes. 


Share your use case 

• Become an Associate and get published! Did you find this use case helpful? Do you have 
experiences you’d like to share with Google for Work Connect? Learn more about the 
program . 


